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Product Code Summary Report: Billed Services by BU-Department, by Product Code for a specified Billing month.  
Refer to Product Code Detail Report for specific Service Numbers and User Names.  
1. Open Reports Main Menu.  

Click . 

 
 

2.Click on the blue highlighted Name: Customer 
Product Code Summary Report 
 

 

3. Opens Report Profile 
 

 Now Click  
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4.  Opens Report Parameters. 
Key in your Output Name 
Note: This name will show up on the 
Output List Page. 
 Choose Output Format from dropdown 
list. 
 
Click on Dropdown for Business Unit OR 
Choose from Departments under Select Users 
 
Caution: If both Business Unit and Users are 
picked for report, report will default to entire 
Business Unit.  
 
Choose Starting Bill Period from dropdown. 
Also Click Ending Bill Period from 
dropdown.(Must be the same) 

Select Product Codes, Click  
 

 

5. Opens Manage Assignments.  
Click Name in Unassigned column and and click 

to assign Product Code Name(s) to your 
report. 
 
OR 
Highlight *All* to move All Product Lines from 
Unassigned to Assigned. 
 
 

 Select code or Name and click    if 
you have code or description. 
 

CAUTION: If you click , you will only 
highlight the 15 items on the page shown, NOT 
the entire list. Use *All* if you want all Products 
Assigned.  
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6.  In this example, we will are going to assign All 
Product Codes. 
 

When you are finished,  Click    ! 

 
7. Report Parameters are set. 

Now  click  . 
 
 
 
 
 
 
Note: If you change your mind about the Report 

Parameters, click   and return to 
previous page. Start over.  

 
8. Status Report 
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9. Report Output in Adobe PDF format… 
Business Unit 
Service Type 
Product code 
Product Code Description 
Units & dollars.  
Total for each Service Type 

 
10. Report Output is saved in Pinnacle. 
Look in Report Profile/Outputs; the most recent 
Output Name shown. Click on link to open Report 
Output. 
 
Important: 
If you don’t have time to wait for the report to be 
generated, your report output will be available in 
Outputs.   

 
Finished. Good job! 


